
. -  
I .  . 

O ? ? I C I  O? B I C I I T A I T  O? B T A T E  . '- 
PCbE 
1 

A p p l i c a t i o n  f o r  DIPARTMIIT O? A R C I I V I I  b I I I T O N ?  
STATE 

OF 
6 E M I A  R E C O q D S  D I S P O S I T I O N  S T A N D A R D  nxconno yIIAoIMIIT nxvxomi 

Georgia Department of Publ ic  Health 
Cancer Control Service 
47 Tr in i ty  Ave., S.W. 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
R E C O R D  WILL C O N T I N U ?  TO ACCUMULATE. N O  FURTHER A C C U M U L A T I O N  ANTICIPATED 
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Cancer Case H i s t o r y  File$ L - 1938 - 1971 
0 , Y h t  IumctIon performed resul ted  I n  Ere.tIon or thl.-.eYiC* 

When a pa t i en t  a p p l i e s  f o r  State a i d ,  a medical h i s tory  and-f inanc ia l  h i s to ry  is  evaluated 
by State Off ice  and the  pa t ien t  is  e i t h e r  approved o r  disapproved. 
is  given an appointment t o  the  appropriate  c l i n i c  f o r  medical treatment. 
is  proven, a repor t  of the  f indings and a treatment plan is  forwarded from the  c l i n i c  t o  
the State  Office.  Hereaf ter ,  monthly clinic repor t s  on the  pa t i en t  are forwarded t o  the  
Department s t a t i n g  the  treatment and-the invoices  of the  treatment. 
b i l l s  is  accomplished and b i l l s  are paid and attached t o  the  case his tory.  

I f  approved, the  pa t i en t  
I f  the  malignancy 

The pre-audit  of the  

I 
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Cancer case h i s t o r i e s  include appl ica t ion  f o r  State Aid and treatment of Cancer (PD l . l ) ¶  - 
pathology repor t s  (PD 1.2), hosp i t a l  invoices  (PD 1.4), monthly c l i n i c  repor t s  (PD 1.5), 
and i n i t i a l  repor t  (PD 1.6), correspondence regarding pa t i en t ,  between physicians,  hosp i t a l s  
and clinics, request  f o r  t r ans fe r  of pa t i en t s  t o  new c l i n i c  o r  better equipped f a c i l i t y ,  
discharge summary from hospi ta l s ,  and copies of X-ray repor t s  and invoices.  
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13. Is t h i s  the  Record Copy 09 the  ser ies?  .'I w 
14. Is there  a duplication of t h i s  s e r i e s  i n  another o f f i ce  o r  agency? ~ 

15. Is the  information contained i n  t h i s  series ever summa2ized o r  published? 

16. Does the  series contain c l a s s i f i ed  information requiring secur i ty  handling? 
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Upon report  

17. Does the  series document pol ic ies  and procedures of agency's operation o r  function? [ ]  

18. Could t h e  function be performed i f  the  f i l e s  were l o s t  o r  destroyed? 
Only a t  great  handicap 

19. Is the  series ( o r  major portion of it) regular ly  microfilmed? If yes,  why? 
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b 20. Does the  record series provide data  as input t o  an EDP f i le?  

21. Does the  record series contain documentation produced as EDP printout? 

22. Is the  series af fec ted  by Federal o r  grant funds? Sta t e  Funds 

1 23. W i l l  t here  be a need f o r  these records 10 ,  15 years from now? If yes,  what? 

i- 1 24. REQUIREMENTS. The following requires the  f i les  t o  be kept 30 years : 

tive - Y e J X K r e c p  

' a. [ ]STATE b. [ ISTATWE OF c. []AUDIT d. []FEDERAL e.  [&UMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

To maintain a medical record t o  guide treatment f o r  pa t ien t  i n  event of recurrence of 
(Cite Law, Statute ,  or other reason for the retent ion requirement) 

! 
3 malignancy o r  new malignancy 
I 

25. AGENCY RECOMMENDATIONS. This agency recommends tha t  t he  f i l e  s e r i e s  be cu t  off  at the  ena 
of each - [ ] C m N D A R  YEAR -[]FISCAL YEAR -kdWHER end of treatment & ,then : 

. -  - -  . follow up period 

6 

Upon completion of treatment, withdraw from act ive f i l e ,  place i n  inac t ive  
f i l e ,  cut off a t  end of CY, t ransfer  t o  records center (s tore  i n  1B of  
Archives), hold f o r  30 yrs . ,  then destroy.  I f  i l l n e s s  recurs, then with- 
draw from Archives and place i n  act ive f i l e .  

i n  Paragraph 2 5  



M E M O R A N D U M  

TO: 

FROM: 

Gerald Poe - RMO, 

Peter E. Schinkel - Schedule Unit .b 

DATE : May 2 2 ,  1 9 9 0  

SUBJECT : Acceptance of minor change report submitted 
March 2 3 ,  1 9 9 0 ;  application X900328-01 .  

SCHEDULE # :  171 -0149 ,  effective December 1 4 ,  1 9 7 1  

SERIES: "Cancer Case History Files," 1938  and 
continuing. 

CHANGE : Item # 3 .  Administering/Creating Offices; 

From: "Dept. Public Health, 
Cancer Control Service" 

To : "Dept. Human Resources, 
Division of Physical Health, - 
Family Health Services Section, 
Chronic Disease Unit, 
Cancer Program" (Change made in or before 1982, 
but not recorded.) 

To : "Dept. of Human Resources, 
Division of Public Health, 
Community Health Section, 
Cancer Program" 

This change has been accepted and filed with the official 
copy of the approved schedule. A copy also has been filed at the 
State Records Center. 

A copy of the originally approved application is enclosed. 
\ 

cc : RGS Schedule Case File 
RGS Minor Change File 
State Records Center Schedule Pile 
Robert E. White, Asst. Dir. 
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RECbdDS RETENTION SCHEDULE NOTIFICATION 

(MINOR CHANGE OR DELETION) 
f 4'0 032s-01 1 

TO: DEPARTMENT OF ARCHIVES AND HISTORY -SCHEDULING 
AND 
FOLLOWING DHR RECORDS COORDINATORS AND ALTERNATES 

0 ALL DHR DIVISION/OFFlCE RECORDS COORDINATORS AND ALTERNATES 

FROM: DHR RECORDS MANAGEMENT SERVICES UNIT 

SCHEDULE NO. NOTIFICATION DATE 

c 2 3 - Y d  
SERIES TITLE 

See attached Schedules 
CHANGE DATE (IF APPLICABLE) 

12-1-71, 12-14-71 is 11-29-79 I c 3 3 4 d  
MINOR CHANGE - SEE ATTACHEDCOPIES OF PRESENT AND CHANGED SCHEDULES. AREAS OF CHANGE ARE 
HIGHLIGHTED ON BOTH ATTACHMENTS. 

IGNORE ANY OTHER SCHEDULES THAT MAY BE SHOWN ON THE ABOVE ATTACHMENTS. 

SCHEDULE DELETION 

0 SEE ATTACHED COPY OF "RECORDS MANAGEMENT SERVICES REQUEST' 

- OR 

0 SEE DELETION EXPLANATION BELOW 
L 



A P P l .  
No. Descr ti, t inti ---- 

36 DECEASED CAh'CER PATIENT CASE 
HISTORY FILES - Docurnents re- 
l a t i n g  to  case h i s t o r i e s  of de- 

4 9  

ceased  c a n c e r  p a t i e n t s  who were 
t a k i n g  par; i n  S t a t e  a i d  f o r  t h e  
Cancer P ogram. Included are; 

cance r  t r ea tmen t ;  pathology re- 
p o r t s ;  h o s p i t a l  i nvo ices ;  month- 
l y  c l i n i c  r e p o r t s  and i n i t i a l  re- 
p o r t s ;  correspondence;  d i s c h a r g e  
summary from h o s p i t a l s ;  c o p i e s  of 
x-ray r e p o r t s ;  and invo ices .  

a p p l i c a t '  1 on f o r  S t a t e  Aid and 

CANCER CASE HISTORY FILES - DOCU- 
ments r e l a t i n g  to  case h i s t o r i e s  
of cance r  p a t i e n t s  who are t a k i n g  
p a r t  i n  t h e  S t a t e  Aid f o r  t h e  
Cancer Program. Included are: 
a p p l i c a t i o n  f o r  S t a t e  P.id and can- 
cer t r ea tmen t ;  patholcgy r e p o r t s ;  
h o s p i t a l  i n v o i c e s ;  monthly c l i n i c  
r e p o r t s  and i n i t i a l  r e p o r t s ;  cor-  
respondence; d i s c h a r g e  su-mary 
from t h e  h o s p i t a l ;  
x-ray r e p o r t s .  'fie f i l e  is zr- 
ranged by case number. 

and cop ie s  o f  

79-12-p( CF-RVIOIL CANCER SCREESiNG PROCRAM. 
FILES - Docurnents r e l a t i n g  t o  main- 
t a i n i n g  r e c o r d s  of r e s u l t s  f o r .  t h e -  
C e r v i c a l  Cancer Screening Program:. . 
Inc luded  are: form DPH/HIS (1)-Sb .. 
(new No. 3150) (Cerv ica l  Cancer . 
Screening  Report)  which shows name 
and a d d r e s s  of County l i ea l th  Depart- 
ment; f u l l  c l i e n t  in format ion  
(name, a d d r e s s ,  te lephone,  d a t e  of 
b i r t h ,  S o c i a l  S e c u r i t y  number, 
d a t e s  of pap smears,  race, house- 

\ 

VI-F.1.h-1 

D i s p o s i t i o 2  

Cut off f i l e  a f t e r  d e a t h  of 
p a t i e n t ;  t r a n s f e r  to  S t a t e  
r e c o r d s  Center ;  hold 5 y e a r s ;  
t hen  d e s t r o y .  

APPROVED: 12/1 /71  
' Minor Change: 3/23/90 

Upon complet ion of t r ea tmen t ,  
p l a c e  a l l  pape r s  for  a p a r t i -  
c u l a r  p a t i e n t  i n  t h e  i n a c t i v e  
f i l e ;  c u t  off  i n a c t i v e  f i l e  
a t  end of each  c a l e n d a r  yea r ;  
t r a n s f e r .  t o  S t a t e  Records 
Center ;  ho ld  30 yea r s ;  t hen  
d e s t r o y .  

Note: I f  i l l n e s s  r e c u r s ,  
withdraw f i l e  from tire 
Records Center  and p l a c e  
i n  t h e  act ive f i l e .  

APPROVED: 12/14/71  
-Minor Change: 3/23/90 

Cut o f f  f i l e  as fo l lows :  

Form DPH/HIS (1)-53 
C e r v i c a l  Cancer Screening  
Repor t  

; - when a p p l i c a b l e :  
Form 3151 - Follow-up Q u e s t i o n x i r e  t o  

Form 3152 
Phys ic i ans /  C l i n i c s  

Follow-up Ques t ionna i r e  t o  
I Local Heal th  Departments 


